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Documents Branch 
CENTRAL INTELLIGENCE GROUF 


20 January 1947 
OFFICE moimMORaNDUmM NO 1 


SUBJECT: Organization and Functions of Offices, Frojects 


and Sections 


1. All previous directives pertaining to the organization 
and functions of Offices, Frojects and Sections of this Branch 


are hereby rescinded. 


e, Effective this date the organization as outlined in 


Annex 1 to this memorandum is hereby established. 


3. Effective this date functions of subordinate offices, 


sections and projects are as established in Annex 2, 


For the Chief, Documents Branch: 


25X1A 


Adm. Officer 
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Annex #1 


ORGATEZAPIOD CHAR? 


Documents Branch 


Chief, Documents Branch 
Research Consultant 
and Deputy Chief 
uxecutive Officer 


Administration 
and 
Security Office 


Control 
and 
_ Planning Office 


Publications Library 
section Section 


Researen 
Projects 


Screening 
‘Section 


——— 
Raitorial Service 


i 2 

o x eo i 
wa fog 
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Anney No 2 


DETAILED FUNCTIONS OF “SUBORDINETE “SECTIONS | 
Be Hea BRANCH 


Deas Office of the Chief, a 


ae Responsible ‘to the Assistant Director for Operations, 
CIG, for the fulfillment of the Documents Branch mission, 
performing functions listed below subject to CIG directives 
anc policies. | ; 


b. .Pstablishes policies and procedures necessary to 
carry: out the mission. 


Remace Gesetnines the: éfeaniestion and functions of subordi- 
nate offices,, Frog jects and sections. 


ad. Directs the abedennent of rersonrel to subordinate 
offices, projects and sections, 


ee Patebliches priorities for work undertaken by 
Documents Branch. 


-f. Approves all summaries, translations and reseerch 
Ende ene prior to publication, 


.g. Recommends to OCD: distribution lists fae Documents 
Branch publications. 


Jr, Responsible for all security matters pertaining to 
the Documents Branch, 
ee ~ Lamiriistration and _Security of Office 


rere eae a: ee OT AE A a 


‘ g, Ferforms personnel administration for the Army, Navy 
and Civilian components of tre Documents Branch. 


b, laintaine such statistical records «s are necessary to 
present «é clear picture of the personnel sitvetion at all times. 


C. “Assigns personnel to projects end sections in accordance 
with the policies and decisions of Chief, Documents S5ranch. 


d. Studies proper utilization of ancillary ;ersornel 
making pertinent recommendations to Chief, Documents Branch. 
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e. Prereres studies of future personnel requirements. 


f, Fxercises supervision over all security metters, 
insuring compliance vith CIG regulations and recommending 
implementation of ebove regulations to mec? locel requirements. 


g. Publishes end maintains up to Gets Documerite Branch 
Sécurity. Regulations. 


Bs: Neinteins roster of duty rersonnel. 


 Neakes periodic inspection of organization to jnsure | 
sie ee with security reguletions. 


‘J. Provides for supply end services. 


ok. Controls aetecation and Dulane tron of space assigned 
to the Documents branch. 


l. " Weintaine necessary lisison with administrative, 
suprly end perviers,, end security officers of CIG. 


™. Operates the Documents Branch message center. 
n.. Meinteins central correspondence files. 


3. Control Bnd Planning Office . 


ean agian AN a Ne Pea ON 


rel ceneiaucusly etudics the irternal orgarizetion of 
the Documents Branch and recommends necessary charges to the 
Chief, Documents Branch with the objective of improving the 
organization. 


be Meintadns the statistical records necessary for 
troduction and control and the preparation of progress reports. 


ec. Prepares progress rejorts for use of the Chief, 
Documents Branch and for submission to Higher Echelons, 


ad, Determines routing of all incoming Intelligerce Fubli- 
eations and other background intelligence DENeEs to rersonrel 
of the Locumerts ‘Brench. 


e. . Receives Aieih the Office of Collection and Dissemination 
all requirerents for translations, loands of documents, and 
continving document exploitation projects. 


f. Assigns action on cech requirement as directed by 
Chief, Documents Branch. 
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g. Maintains files of «ll requirements and records of 
action taken. 


he Allocetes to and cortrols flow of work through 
Regional and Scientific Projects, and Publication Section. 


i, Gonducts technical ligison with Stete, Tar, and 
Navy Department egencies whenever necessary to clarify requests 
or to further continuing document exr loitetion projects, 


‘ 


_j. Arranges conferences between Documents Branch lin- 
guists and enalysts of CIG and other authorized agencies to 
scan documents of particuler interest. 


ke Fainteins files of «11 Documents Puen end Tachington 


Documert Center rublications. 


he Screening Section 


as. Receives ard assigns Documents Branch numbers to ell 
incoming documents. 


b. Sorts and ebstracts cocumerts of intellisence interest. 
* : . 2 


ec. Sorts and consigns documents to Deyartmert of Commerce, 
to Library of Congress, and to storage. : 


d. Forwards documents with abstract slips to Library 
Section. ane . 


a 
5. Library Section 


a. Classifies, catalogues, labels and shelves «11 Foreign 
Languege documents required by Documents Branch. 


b, FPulfille requirements for loan of documents to Office 
of Collection and Disseminetion or to personnel of Documents 
Branch, 


6. Regional Projects 
‘a, Summarize or translate ‘documents pertaining to its 


assigned geogrephicel erea, excert ‘scientific and technicel 
documerts, 


b, Ferform such exploitation projects es are required. 
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ec. Check all summaries, “urenaietioils and research reports 
to insure equation of meaning betvieen original documents and 
completed work, 


d. Maintain indexes of. documents pertaining to it assigned 
area in eccordance with’ the Besic Intelligence Directive, 


é. Maintain card files of industrial information to meet 
intelligence requirements of using agencies. Se, 


Vs Soiertific Project 


Ferforns same functions as those assigrec to the Regione] 
Projects with resyect ie Seientific and Technicel documents only. 


€. Fublication aeetiok 

a. Fdits abstract slire for accession “icte! 

b, Edits all translations, researc reports, end other 
products of Locuments Branch to insure editorial correctness 


without modification of meaning contained in original documents. 


? c, Prepares makeup and layout of materiel in consultetion 
with Project Chiefs and the Research Consultant, 


d. Reproduces, within the limits of eveilable facilities, 
the reports, translations, eccession lists, and other publications 
in the forms end quantity necessary to fulfill requests. 

e. Maintains liaison with the Centrel Intelligence Group 
reproduction facility for the purpose of obtaining tyres of 
reproduction not possible with Documents Branch fecilitics. 


f,. fects as a steff advisory section to the Chief Documents 
Branch on any -publicetions matters. 


&. Meinteins a typing pool and allocetes typing work in 
order to moet sttteduntly: use this tyre os personrel,. 


h. eat MEPS, shaves and teblos required in pepro- 
duction of its publications. 


i. Proofreads and rechecks all meterial before reproduction, 


Jj» Services Documents Branch’ with forms, bulletins, etc. 
required in Branch Operetions. 
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